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Maintain Employee Tax Exemption PA30 
 

Change History 

Update the following table as necessary when this document is changed: 

Date Name Change Description 

12/16/04 Ligaya West Updates & edits 

6/22/06 Lesa Terry Updates 
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Purpose 

Use this procedure to update the federal and state tax exemption status of an employee. 

Trigger 

Perform this procedure when an update to the federal and state tax exemption status of an 
employee is necessary. 

Prerequisites 

Employee hire action completed for employee. 

Menu Path 

Human Resources � Personnel Management � Administration � HR Master Data � 
Maintain 

Transaction Code 

PA30 

Helpful Hints 

The Payroll Processor will use this procedure to maintain an employee’s tax exemption 
information. 
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Procedure 

1. You have started the transaction using the menu path or transaction code. 

Maintain HR Master Data 

 

2. As required, complete/review the following fields: 

Field Name R/O/C Description 

Personnel no. R This is a unique identifying number assigned by HRMS for 
identification purposes.  This number will follow the employee 
throughout his/her employment with the State of Washington.  
This will replace the use of identifying employees by social 
security number. 

Example: 20000292 

3. Click  (Enter) to validate the information. 
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4. Click the   tab. 

5. Click the gray box to the left of Withholding Info W4/W5 US. 

6. Click  (Copy) to copy and continue. 
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Change Withholding Info W4/W5 US 

 

7. In the Start field, enter the new start date. 

8. As required, complete/review the following fields: 

Field Name R/O/C Description 

Tax Exempt indicator R This allows the user to identify a tax type from which the 
employee is exempt from paying. 

Example: R 

 

9. In the Exemptions group, click in the Tax Exempt Indicator field, click  (Matchcode) to 
open the selection list. 
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Tax exemption indicator 

 

10. Click to highlight the correct choice.  

11. Click   (Copy) to accept. 
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Change Withholding Info W4/W5 US 

 

12. Click  (Enter) to validate the information. 

13. Click  (Save) to save. 
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Display logs 

 

 Messages may vary depending on employee set up 

14. Click   (Continue) to continue. 
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 Example Single EIC Status=1: W/H Status = Single 
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 Example Married (Spouse not filing certificate) W-5 EIC Status=1: W/H Status = 
Married 
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 Example: Married (Both Spouses filing certificate) EIC Status = 2: W/H Status = 
Married 
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EIC Status Values: 

1- Use for single or married, spouse not filing form W-5. The system will pass the filing status 
to calculate the correct EIC credit amount (Rate from Annual table, codes A or B, 
depending on filing status). Use 01 for single; 06 Head of household; 02 married 

Note: The EIC table has rates for (A) Single or Head of Household, (B) Married Without 
Spouse Filing Certificate, and (C) Married With Both Spouses Filing Certificate 

2- Use if married and both spouses are filing form W-5 (Rate from Annual table, code C): Use 
02 Married filing status 
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Maintain HR Master Data 

 

15. While on the Payroll tab, click on the gray box to the left of Other Taxes US infotype text. 

16. Click   (Create) to create a new record. 
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Subtypes for infotype "Other Taxes  US" 

 

17. Double-click  .  
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Create Other Taxes US 

 

18. Click  to scroll the table to the right. 

19. Click  under the exempt column that pertains to the desired tax description. 

20. Click the   (Matchcode) next to the cell selected in the previous step to open the selection 
list. 
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Tax exemption indicator 

 

21. Click to highlight the correct choice.  

22. Click   (Copy) to accept. 
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Create Other Taxes US 

 

23. Click  (Enter) to validate the information. 

24. Click  (Save) to save. 
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Maintain HR Master Data 

 

 The system displays the message, “Record created” 

25. Click the gray box to the left of the Other Taxes US infotype text. 

26. Click   (Create) to create a new record. 
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Subtypes for infotype "Other Taxes  US" (1) 4107 Entries Found 

 

27. Click to highlight the correct choice of (WA) Washington. 

28. Click   (Copy) to accept. 
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Create Other Taxes US 

 

29. Click  to scroll the table to the right. 

30. Click  under the exempt column that pertains to the desired tax description. 

31. Click the   (Matchcode) next to the cell selected in the previous step to open the selection 
list. 
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Tax exemption indicator 

 

32. Click to highlight the correct choice. 

33. Click   (Copy) to accept. 
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Create Other Taxes US 

 

34. Click  (Enter) to validate the information. 

35. Click  (Save) to save. 

 The system displays the message, "Record created." 

36. You have completed this transaction. 

Result 

You have updated the tax exemption status of an employee. 

Comments 

None 


